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Introduction

Thank you for your interest in the above role. This introduction does not form part of the terms and condition but aims to give you more information about the role, its context and an outline of the work you could be involved with. The job description and personal specification do form part of the terms and conditions.
Background 

Hesley Wood is located in Sheffield, South Yorkshire and is a 132-acre estate comprising of mixed woodland and camping fields. It is bordered by woodland and township. 

The activity centre is owned and operated by South Yorkshire County Scout Council, and as such you are an employee of South Yorkshire County Scout Council, a registered Charity supporting around 8,000 young people and 2,000 adults across the County.
Hesley Wood holds, Learning Outside the Classroom (LOtC) and Adventuremark accreditations, recognising it as a provider of quality, safely managed educational experiences for young people.
Outline of Role

To deliver profitable, safe and effective operations of Finance across South Yorkshire County Scout Council. The role is line managed by the Operations Director. 
The role as detailed is for a part-time role (18 hours per week – 3 x 6 hour days). 
Applications

Please ensure in your application form, that you provide a personal statement as to why you believe you are suitable for the role and what you believe you could bring to the post. Ensure you address the points in the personal specification.
The closing date for applications is 6pm on 12th January 2026. 

Please return the completed application form and any additional information that you feel supports your application to Andy Moore, email: andy.moore@syscouts.org.uk.  Please mark the email ‘Confidential for addressee only’.

Applications can also be posted to; Andy Moore, Hesley Wood Scout Activity Centre, White Lane, Chapeltown, Sheffield, S35 2YH. Please mark as ‘Confidential for Addressee Only’
Please note that if you have not heard from us within two weeks of the closing date please assume that your application has been unsuccessful.

We will contact successful applicants after the closing date to confirm the date and time of the interview.
Job Description

Finance and Administration Officer
	Reports To:
	Operations Director

	Line Manager:
	Operations Director


Job Purpose

To provide finance operations that meet the needs of South Yorkshire County Scouts and Hesley Wood
Key Financial Responsibilities include but are not limited to:
· Accounting Systems

· Processing supplier invoices on Xero

· Making payments electronically by bill payment to suppliers

· Recording sales invoices on Xero

· Recording receipt of payments from customers 

· Chasing payment from customers for outstanding invoices

· Posting occasional journal entries for internal movements

· Issuing invoices, recording payments and issuing receipts, chasing overdue payments

· Sending monthly statements to customers who hold an account for Scout Shop purchases

· Monthly review of nominal codes to ensure transactions have been entered correctly

· Expenses

· Reimbursing volunteer expenses

· Banking

· Daily Bank Reconciliations of Hesley & County Bank Accounts

· Monthly reconciliation of business credit cards and savings accounts
· Petty Cash control and reconciliation

· Weekly reconciliation of Shop Tills

· Taking cash & cheques to the Post Office
· Budgeting and Reporting

· Producing monthly management accounts and information 

· Answering financial queries 

· Producing budgets for events and monitoring expenditure against budget to create a final statement of surplus/deficit
· Escalating of any financial matters of concern to the Operations Director.

· Contracts

· Maintaining list of contracts and termination dates

· Monitoring ongoing costs and obtaining quotes for more cost-effective supplies and services (e.g. negotiating Gas/Electricity prices)

· Gaining approval from relevant authority before entering into new contracts

· Other

· Meter reading of utility meters

· Health and Safety
· Taking bookings for Camps & activities over the phone and in person

· Serving customers with Badges, Uniform & Calor Gas
· Health and Safety
· Assistance with other general administration as required
Direct Reports

	1. None
	


External Relationships

	· Scout Sections, Groups, Districts and Counties

· Guiding Sections, Troops and Districts
	· Local Authorities

· Customer – including Schools & Youth providers


Internal Relationships


	· Board of Trustees (Executive)

· County Treasurer
· Facilities Team 


	· Administration Team
· Activities and Events Team
· County and Site Volunteers


Other Information 
The nature of this post and the environment requires some weekend and evening work. You may be required to work, or be contactable, most weekends during peak season and weekday’s and evenings dependant on demand.

Personal Specification 

Knowledge, Experience and skills to undertake the role at a fully acceptable level

E = Essential 


HD = highly Desirable 

D = Desirable
	KNOWLEDGE

	Understanding of The Scout Association and how we work

Financial and administration procedures
Computerised bookkeeping packages 


	HD
E
HD

	EXPERIENCE

	Financial and administration procedures
Working with Volunteers
Computerised bookkeeping packages


	E
HD
HD

	SKILL

	Good communication skills both orally and in writing
Ability to deliver services to broad ranges of customers
Clearly demonstrate an ability to provide first class customer service

Ability to work flexibly as part of a team 
Competent IT skills especially in office / finance applications


	E
E

E

E
HD


What’s in it for me?

· The salary is £14.23 per hour.
· Salaries are paid monthly by direct transfer on or about the last working day of the month. 

· 18 hours per week.

· 3% Employer pension contribution.

· Overtime, if worked will be either given as time off in lieu or paid at the end of each month, in line with our payroll process.

· Holiday entitlement: 28 days per year pro rata including 8 bank holidays. – Please note that the office closes completely between Christmas and the New Year, so it is compulsory that annual leave is taken at this time.
· 18 hours per week with an anticipated pattern of 3 x 6 hour days.
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